INSTRUCTIONS AND REMINDERS FOR COMPLETING THE 
FY 2006 BUDGET MODIFICATION
Listed below are the instructions to be utilized when your CBO is requesting a Budget Modification from DYCD.  If any information is omitted, the Budget Modification cannot be processed by DYCD and will be returned to you for completion.
Request for Modification Form (Ms Word)

Please indicate what Division this Budget Modification pertains to (Youth or Community Development)

Fill out completely all the Identifying Information that is requested  (Contractor Name, Address, Telephone, Contact Person, DYCD ID#, Budget Code)

Please indicate Type of Modification:  = Budget
Please write a brief summary for a justification of the changes being requested to your approved budget

All Modifications must be signed & dated by the Executive Director 

Budget Modification Form (Ms Excel) Page 1

Please note: there is no need to print the budget on a color printer

Please compete the following requested information:  Funding Component, DYCD ID#, Budget Code, Modification #, Name of CBO, Address,  Executive Director, all requested Telephone #’s, Fiscal Officer, EIN, SUI#, and Operating Period.
Please indicate the changes you want to make on the Budget Modification Form by completing the appropriate items affected by this modification.  Indicate the Current Budget amount, the Changes (+ or -) and what the amended budget figure will be.
Note: Current Budget amount is the total of all previously-submitted budgets, including amendments not registered; it also includes all your previously approved modifications.
Note: Changes (+ or -) Please indicate a + or - sign
If you are modifying salaries and/or wages, you must complete Page 2 and/or 3 of the Form.  The total changes made on Pages 2 and 3 in the Changes (+ or -) column should agree with the entry made in the salary portion of Changes (+ or -) on Page 1.

PAGES 2 & 3 SHOULD ALWAYS BE ATTACHED; EVEN THERE ARE NO CHANGES TO SALARIES AND/OR WAGES
Please list all new salary lines after the current salary lines.

Budget Modification Form (Ms Excel) Page 2-3 – Part-time/Full-time Positions

The process of modifying Salary and/or Wage data is simpler for FY 2006 than it has been in the past.  DYCD’s internal contract management systems will manage salary and wage claims for compensation based on the maximum pay rate for a given Title Code.  For Full-time staff, this means that the maximum salary will be used as a control for each individual Title Code.  For Part-time staff, the maximum hourly rate serves as a control.
For example, if budget data to be modified contained data for the same title code on more than one line (whether in the same budget or in separate budgets, it does not matter) like that shown below for “SS -- Summer Staff”
	Title
Code
	# of
Pos
	Position/Title
	# of
Mos
	Annual
Salary
	% Applied
to DYCD
	Total
DYCD Cost

	
	
	
	
	
	
	

	PD
	1.00
	Program Director
	1
	9,000.00
	100.00
	5,950.00

	PJ
	2.00
	Project Coordinator
	2
	18,000.00
	100.00
	6,950.00

	SS
	6.00
	Summer Staff
	3
	17,835.00
	100.00
	17,835.00

	SS
	6.00
	Summer Staff
	3
	18,095.00
	100.00
	2,700.00


DYCD will treat the data as if it had been entered as:

	Title
Code
	# of
Pos
	Position/Title
	# of
Mos
	Maximum Annual
Salary
	% Applied
to DYCD
	Total
DYCD Cost

	
	
	
	
	
	
	

	PD
	1.00
	Program Director
	*
	9,000.00
	*
	5,950.00

	PJ
	2.00
	Project Coordinator
	*
	18,000.00
	*
	6,950.00

	SS
	12.00
	Summer Staff
	*
	17,835.00
	*
	20,535.00




* Data not used or referenced in DYCD systems
Note that DYCD is only concerned about the Maximum Annual Salary and that the Total DYCD Cost for the two “SS” lines has been summed as has the number of positions (“# of Pos”).  The number of positions is maintained as an accommodation to the CBO’s submitting the data and will reflect the sum of the data entered on both budgets and budget modifications 
Below, we will describe how to modify the salary and wage budget data.  All of the modifications that are generally requested will be illustrated.  (While our example is based on full-time positions, part-time positions are handled in exactly the same manner, the only difference being that “hourly rate” substitutes for “annual salary”.)  

***********************************************************************

A.
Increase or Decrease Maximum Pay Rate (Annual Salary in the example shown) on an existing salary line from your approved budget

This change is handled by introducing a “New” line in the Budget Modification as shown below:

	Title
Code
	No. of
Positions
	No
Mos
	Maximum
Annual
Salary
	New
Line
	Current
Budget
	Changes
	Amended
Budget

	
	
	
	
	
	
	
	

	PD:Program Director
	1.00
	*
	9,000.00
	N
	5,950.00
	
	5,950.00

	PJ:Project Coordinator
	2.00
	*
	18,000.00
	N
	6,950.00
	
	6,950.00

	SS:Summer Staff
	12.00
	*
	18,095.00
	N
	20,535.00
	
	20,535.00

	
	
	
	
	
	
	
	

	PD:Program Director
	
	
	11,000.00
	Y
	
	0
	


The blank line separating the new line from the existing budget data has been introduced for emphasis – it would not normally be present.  Since DYCD considers only the maximum Annual Salary, the New line will increase the Annual salary of the PD – Program Director to $11,000.  The budget will remain $5,950 since the Changes are shown as $0.  The number of positions will remain as 1.00 since we have not entered an amount in that column.
***********************************************************************

B.
Increase or Decrease Total DYCD Cost on an existing salary line from your approved budget

This change is handled by posting the changes to the Existing Line(s) in the Budget Modification as shown below:

	Title
Code
	No. of
Positions
	No
Mos
	Maximum
Annual
Salary
	New
Line
	Current
Budget
	Changes
	Amended
Budget

	
	
	
	
	
	
	
	

	PD:Program Director
	1.00
	*
	9,000.00
	N
	5,950.00
	+400.00
	6,350.00

	PJ:Project Coordinator
	2.00
	*
	18,000.00
	N
	6,950.00
	-800.00
	6,150.00

	SS:Summer Staff
	12.00
	*
	18,095.00
	N
	20,535.00
	
	20,535.00


Both positive and negative amounts can be used.  
***********************************************************************

C.
Increase or Decrease the No. of Positions on an existing salary line from your approved budget

This change is handled by introducing a “New” line in the Budget Modification as shown below:

	Title
Code
	No. of
Positions
	No
Mos
	Maximum
Annual
Salary
	New
Line
	Current
Budget
	Changes
	Amended
Budget

	
	
	
	
	
	
	
	

	PD:Program Director
	1.00
	*
	9,000.00
	N
	5,950.00
	
	5,950.00

	PJ:Project Coordinator
	2.00
	*
	18,000.00
	N
	6,950.00
	
	6,950.00

	SS:Summer Staff
	12.00
	*
	18,095.00
	N
	20,535.00
	
	20,535.00

	
	
	
	
	
	
	
	

	PD:Program Director
	1.00
	
	
	Y
	
	0
	

	SS:Summer Staff
	-1.00
	
	
	Y
	
	-10,500
	


Again, the blank line separating the new line from the existing budget data has been introduced for emphasis.  Since neither the maximum Annual Salary or the Remaining Balance has been impacted by the New line, the only impact of the New line will be to increase the number of positions by 1.00.  The basis for the next budget modification and any consolidated budget position information coming from DYCD will now reflect a total of 2.00 Positions for the PD – Program Director.
The second line indicates a decrease of the number of positions by 1.00 and a decrease on the Remaining Balance for SS: Summer Staff
***********************************************************************

D.
Adding an entirely new Title Code to the budget

This change is handled by introducing a “New” line in the Budget Modification as shown below:

	Title
Code
	No. of
Positions
	No
Mos
	Maximum
Annual
Salary
	New
Line
	Current
Budget
	Changes
	Amended
Budget

	
	
	
	
	
	
	
	

	PD:Program Director
	1.00
	*
	9,000.00
	N
	5,950.00
	
	5,950.00

	PJ:Project Coordinator
	2.00
	*
	18,000.00
	N
	6,950.00
	
	6,950.00

	SS:Summer Staff
	12.00
	*
	18,095.00
	N
	20,535.00
	
	20,535.00

	
	
	
	
	
	
	
	

	CW:Case Worker
	1.00
	*
	30,000.00
	Y
	0
	27,000
	27,000


The impact of this New line on the cumulative budget is straight-forward.  There will be a new, funded, full-time position for the “CW – Case Worker” title.  The number of positions will be 1.00, the maximum pay rate (salary) will be $30,000, and the available balance will be $27,000.  
***********************************************************************

E.
Accepted but Unnecessary Method for increasing Pay Rate.

	Title
Code
	No. of
Positions
	No
Mos
	Maximum
Annual
Salary
	New
Line
	Current
Budget
	Changes
	Amended
Budget

	
	
	
	
	
	
	
	

	PD:Program Director
	1.00
	*
	9,000.00
	N
	5,950.00
	
	5,950.00

	PJ:Project Coordinator
	2.00
	*
	18,000.00
	N
	6,950.00
	
	6,950.00

	SS: Summer Staff
	12.00
	*
	18,095.00
	N
	20,535.00
	-20,535.00
	0.00

	SS: Summer Staff
	12.00
	*
	20,000.00
	Y
	0.00
	20,535.00
	20,535.00


***********************************************************************

General information:

· Never use cents when preparing a budget or a budget modification.
· When adding monies to categories that require documentation or breakdowns, remember to submit all required information with your modification.  For instance, a new lease and space allocation form must be provided to justify a change in rent, and a new breakdown for equipment to be purchased must be provided if there is a change in the equipment amount.
· For a more detailed description of each account category, see bellow
· The balance of the changes, from both the Part-time and Full-time modification pages, must be carried over to Page 1 and posted to the account 1100 – Salaries and Wages line.
If you have any questions concerning the budget modification process, please contact your Contract Manager. 

FY 2006 BUDGET MODIFICATION REMINDERS

· If a CBO is charging DYCD for salaries, MUST list amount for Fringe Benefits
· Fringe Benefits cannot exceed: 30% of Salaries

· Minimum Rate for Fringe Benefits: 7.65%

· If a CBO is under YMS:  the Minimum Fringe Benefit Rate is 12.65% & must be charged
· If CBO wants to participate in the Central Insurance Program (CIP): 4.5% of the total budget must be charged (need not submit proof of insurance) 
· Consumable Supplies:  Program & Maintenance supplies-Pens, Stationery, Books

· Equipment Purchases:  Computers, Furniture, Cameras, VCR, Printers. etc.,  list on budget all items to be purchased

· Equipment Other:  Computer Software, Maintenance Service Contracts, rental & licensing fees
· Travel:  CBOs can charge for car repairs for business owned vehicles used for DYCD purposes & their Insurance Certificate has Automobile Insurance & lists DYCD & City of New York as additional insured
· Other Costs:  Printing, Postage, Internet fees, AOL, Wiring, T-Shirts, Uniforms, Basketballs, Hockey Sticks, Bats, Gloves, Refreshments, Awards, Insurance for CBOs not in CIP, Audit Fees
· Indirect Cost:  maximum is 10 % with prior approval from Assistant Comm. of CAFD & supporting documentation
· Sub-Contractor: charged on budget must attach Agreement
· Space Rental: charged on budget must attach Space Plan Form & Lease/DOE Permit 

· Consultant:  charged on budget need to give description 

· If a CBO owns the building, cannot charge DYCD for Rent - can charge for building maintenance – need to give DYCD a breakdown & complete a Space Plan Form

